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I.  INTRODUCTION 

The  purpose  of  this  paper  is  to  analyze  the  effectiveness  of  current 
recruitment  and  selection  procedures,  identify  areas  of  significant 
deficiency  and  make  recommendations  for  improvement.  Included  are 
a  discussion  of  the  professional  standards  for  recruitment  and 
selection,  a  review  of  current  practices  in  Montana  and  other 
states,  and  the  results  of  both  a  literature  survey  and  a  needs 
assessment  survey. 

II.  PROFESSIONAL  STANDARDS  FOR  RECRUITMENT  AND  SELECTION 

The  professional  standards  for  personnel  recruitment  and  selection 
programs  have  evolved  from  a  body  of  case  law  developed  over  the  last 
quarter  century  and  years  of  research  by  psychologists  and  personnel 
professionals.  This  section  will  focus  on  five  of  the  most  important 
resulting  principles  which  should  characterize  any  good  recruitment 
and  selection  program  -  job  relatedness,  validity,  unbiasedness , 
objectivity  and  adequate  documentation. 

1.  The  concept  of  job  relatedness  is  fundamental  to  a  good  recruit- 
ment/selection system.  In  essence,  it  means  that  each  element 
of  a  recruitment/selection  procedure  is  tied  to  a  legitimate 
job  related  requirement. 

For  example,  it  is  clear  that  giving  a  typing  test  to  an 
applicant  who  is  applying  for  a  job  requiring  no  typing  skill 
cannot  be  justified  on  the  basis  of  job  related  need. 

A  more  difficult  decision  would  be  necessary  to  determine  the 
job  relatedness  of  a  hiring  criterion  of  a  college  degree  or  a 
5' 9"  minimum  height  requirement  for  a  job  as  a  police  officer. 

The  best  way  to  ensure  job  relatedness  is  to  make  certain  that  a 
reasonable  job  analysis  has  been  conducted  to  identify  the 
knowledges,  skills  and  abilities  required  for  the  job  and  that 
all  persons  with  screening  responsibility  have  a  thorough, 
not  a  casual  or  peripheral  knowledge  of  the  results  of  this 
analysis. 

2.  The  process  of  selecting  new  employees  is  inherently  a  process 
of  predicting  a  person's  ability  to  accomplish  certain  tasks. 
There  are  a  number  of  selection  devices  available  to  a  hiring 
authority  and  they  vary  considerably  in  their  ability  to 
actually  measure  the  presence  of  job  related  knowledges,  skills, 
and  abil ities  (KSA' s) . 

The  term  validity  is  associated  with  the  capacity  of  measure- 
ment devices  to  actually  measure  the  KSA's  they  are  designed 
to  measure.  For  example,  an  employer  seeking  typing  skills 
could  apply  a  minimum  qualifications  "test"  to  applicants  - 
i.e.,  assess  applicants  for  their  possession  of  two  or  more  years 
of  typing  experience,  or  they  could  directly  test  typing  skill. 


Asking  for  two  year' s experience  as  a  typist  assumes  the 
person  has  a  certain  body  of  experiences  and  a  certain  level 
of  skill  which  may  or  may  not  in  fact  be  present  depending 
on  the  situation  in  which  the  person  worked.  Measuring  typing 
ability  or  skill  directly  is  a  more  accurate  and  valid  measure 
of  typing  ability  than  examining  years  of  experience,  although 
the  latter  measure  could  be  useful  if  information  were  obtained 
on  the  quantity  and  level  of  difficulty  of  the  material  typed. 

Unbiasedness.  Certain  procedures  may  be  objective  and  developed 
in  good  faith  and  still  be  unlawfully  discriminatory  if  they 
unnecessarily  disqualify  disproportionate  numbers  of  minorities 
or  women  in  violation  of  statutory  prohibitions  against  unlawful 
discrimination.  To  avoid  this  outcome,  procedures  should  be 
designed  to  minimize  the  disproportionate  adverse  impact  on  these 
groups  where  possible.  For  any  remaining  unavoidable  adverse 
impact,  the  employer  should  be  able  to  demonstrate  the  necessity 
or  validity  of  the  responsible  selection  criteria.  Unbiased 
procedures  also  require  that  practices  be  applied  equitably 
without  regard  to  race,  sex,  religion,  political  beliefs 
or  other  prohibited  considerations. 

Objectivity  and  reliabil ity  are  essential  prerequisites  to 
valid  selection  procedures.  Machine-scored  tests  exemplify 
these  characteristics  because  scoring  cannot  be  influenced  by 
rater  biases  and  they  are  consistent  or  reliable.  This  cannot 
be  said  of  selection  devices  such  as  personal  interviews,  casual 
ratings  of  training  and  experience  and  casual  reference  checks. 

It  is  possible  to  greatly  improve  the  objectivity  and  reliability 
of  selection  measures  through  structuring  the  procedures,  develop- 
ing uniform  scoring  standards  for  responses  and  standardizing 
the  application  of  the  process.  This  requires  a  job  analysis 
and  a  greater  degree  of  planning  than  is  carried  out  now. 

Good  documentation  is  required  to  design,  execute  and  defend  a 
recruitment  and  selection  program. 

Minimum  documentation  includes: 

1.  Documentation  of  an  analysis  of  the  job  being 
filled  which  identifies  the  tasks  involved  and 
the  knowledges,  skills  and  abilities  necessary 
to  carry  out  the  tasks. 

2.  Documentation  of  the  various  measures  used  to 
predict  ability  to  perform  -  i.e.,  what  questions 
were  used. 

3.  Documentation  of  how  each  applicant  was  rated  and/or 
scored. 

4.  Documentation  of  the  decisions  made  and  how  they  were 
arrived  at. 

See  Appendix  A  for  a  list  of  laws  governing  selection. 
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III.  ANALYSIS  OF  THE  STATE'S  CURRENT  RECRUITMENT  AND  SELECTION  PRACTICES 

A.   History  of  Recruitment  and  Selection  Assistance  Programs 

Montana  personnel  management  is,  with  the  exception  of  the  classifi- 
cation function,  totally  decentralized.  Each  agency  is  responsible 
for  developing  its  own  recruitment  and  selection  policy  and  practices 
within  the  applicable  laws  and  regulations.  With  the  exception  of 
agencies  covered  by  the  Merit  System,  there  is  no  intradepartmental 
cooperation  in  recruitment  or  selection  activities. 

The  state  has  in  the  past  utilized  various  forms  of  centralized 
recruitment  and  screening.  In  1973-74,  the  State  Personnel  Division, 
using  federal  funds,  operated  a  centralized  recruitment/prescreening 
function  for  agencies  of  state  government.  A  single  point  of 
application  for  all  state  jobs  was  established  and  persons  who  met 
the  qualifications  for  jobs  were  referred  to  the  proper  agency. 
The  program  was  disbanded  after  the  1975  Legislature  declined  to 
fund  its  continued  operation. 

Until  December  31,  1981,  the  Merit  System  Bureau  provided  recruitment 
and  selection  services  to  agencies  receiving  federal  grant  and  aide 
funds  conditional  on  implementation  of  merit  principles.  At  that 
time  these  functions  were  decentralized  to  the  participating  agencies 
as  part  of  cost  saving  measures  resulting  from  federal  budget  cuts. 
The  Merit  System  Bureau  recruited  applicants;  screened,  tested  and 
rated  applicants;  established  and  maintained  lists  of  eligibles  and 
assisted  the  agencies  in  developing  and  using  final  screening 
devices  such  as  structured  oral  interviews.  The  Bureau  employed 
two  industrial  psychologists  at  different  times  who  were  responsible 
for  development  of  valid  and  defensible  selection  devices. 

B.   Current  Recruitment  Systems 

There  are  several  recruitment  systems  commonly  used  by  agencies  of 
state  government  when  recruiting  for  new  employees.  The  most 
common  are: 

1.   Exclusive  Recruitment  through  Job  Service .  Several 
agencies  have  formally  or  informally  entered  into 
arrangements  whereby  all  recruitment  is  through 
Job  Service.  These  agencies  do  not  receive  appli- 
cations directly  (except  from  current  employees)  for 
positions  which  are  vacant,  but  refer  applicants  to 
Job  Service. 

Advocates  of  this  system  point  out  that  agencies  using 
Job  Service  save  time  that  would  otherwise  be  needed 
to  hand  out  applications  and  answer  questions  of 
people  seeking  employment.  They  also  observe  that, 
if  all  agencies  recruited  through  Job  Service,  an 
applicant  could  conveniently  find  out  about  any  job 
in  state  government  at  one  location. 
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others  point  out  the  problems  of  having  Job  Service 
function  as  sole  recruiter  for  state  agencies.  Some 
users  feel  that  Job  Service  is  not  effective  in  recruiting 
professionals  and  minority  group  members  to  state  service 
because  of  the  aversion  of  both  groups  to  using  the 
public  employment  service,  but  Central  Employment  Security 
Division  (ESD)  staff  question  that  this  is  a  wide  spread 
problem. 

?.   General  Recruitment.  Most  state  agencies  utilize  a 
general  or  mixed  method  of  recruitment.  This  method 
involves  the  use  of  several  recruitment  sources  concurrently. 
Typically,  agencies  utilize  a  combination  of  Job  Service, 
newspapers,  professional  or  technical  journals,  direct 
contact  with  minority,  women's  and  handicapped  organ- 
izations, personal  visits  to  campuses,  job  fairs  and 
other  appropriate  sources,  and  public  posting  of  vacancy 
announcements  as  might  be  appropriate  to  the  type  of  job 
being  filled.  These  agencies  accept  applications  from 
any  source  and  some  continuously  recruit  for  hard-to-fill 
positions  (i.e.,  accept  applications  in  anticipation  of 
vacancies). 

Although  more  time  consuming  than  other  methods  of 
recruitment,  this  method  permits  the  agency  to  direct  its 
recruitment  efforts  where  they  are  needed  and  consequently 
is  the  most  effective  in  terms  of  attracting  qualified 
applicants.  In  the  view  of  some  users,  it  is  more  effective 
in  reaching  professional  technical  applicants,  minorities, 
handicapped  persons,  and  non-clerical  females. 

3    Ad  Hoc  Recruitment.  Some  agencies  rely  on  recruitment 
pFaFtTceFwFTcTniave  been  devised  by  the  hiring  official 
on  an  ad  hoc  basis.  Examples  include: 

-  Utilizing  recommendations  of  current  or  former 
employees,  associates  or  educators.  This  "word_ 
of  mouth"  procedure  makes  employment  opportunities 
known  to  only  a  small  group  of  people.  Agencies 
using  such  procedures  generally  defend  them  on  the 
basis  that  they  are  able  to  get  qualified  employees. 
The  courts  have  generally  found  such  practices  to  be 
unlawfully  discriminatory  where  they  have  the  effect 
of  excluding  various  segments  of  the  market,  such 

as  women,  minorities  and  handicapped  persons. 

-  Limiting  recruitment  to  a  very  small  geographical 
region,  to  a  very  short  period  of  time,  to  a 
specifically  tailored  distribution  list,  or  to 

one  individual  known  to  have  desired  qualifications. 
Such  practices  again  may  be  unlawful  if  they  ex 
elude  protected  segments  of  the  labor  market  and 
generally  serve  to  deny  citizens  an  equal  opportun- 
ity to  hold  public  employment. 
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C.   Current  Selection  Practices 

As  in  recruitment,  agencies  may  vary  considerably  in  their  hiring 
orocedures.  Most  of  the  variety  in  procedures  revolves  around  who 
is  assigned  the  responsibility  for  initial  screening  of  applicants 
and  the  relative  sophistication  of  the  procedures  utilized. 

Responsibility  for  initial  screening  is  as  varied  as  is  the  responsibility 
for  recruiting.  Again,  agencies  can  be  grouped  into  several  general 
categories. 

1  Hiring  Official  Responsible.  In  this  category,  the 
?imJitment  agent  passes  all  applications  on  to  the 
hiring  official  who  is  responsible  for  screening  for 
minimum  qualifications,  rating  training  and  experience, 
and  so  on. 

2  Agency  Personnel  Officer  Responsible.  In  some  agencies, 
the^rson  charged  with  personnel  matters  reviews  the 
applications  for  minimum  qualifications  or  other  basic 
predictors  of  success  and  makes  a  determination  as  to 
qualifications.  The  personnel  officer  then  eliminates 
some  applicants  from  consideration  and  passes  the  re- 
mainder on  to  the  hiring  official. 

3  External  Agency  Responsible.  In  this  system,  some 
external  agency,  such  as  Job  Service,  is  charged  with 
the  responsibility  for  reviewing  applications  and 
screening  out  persons  not  meeting  the  minimum.  In 
many  cases,  this  agency  is  asked  to  refer  only  a 
specified  number  of  the  "best  qualified"  applicants. 
(See  separate  Job  Service  section.) 

This  is  the  most  problematic  approach  for  the  fol lowing _  _ 
reason:  In  order  to  make  good  defensible  screening  decisions, 
it  is  essential  that  the  person  charged  with  responsi- 
bility for  screening  has  the  following  tools:  (a) 
sufficient  information  on  the  knowledges,  skills  and 
abilities  (KSA's)  required  based  on  a  current  job  _ 
analysis  of  the  position  to  be  filled,  and  information 
on  avenues  for  acquiring  these  KSA's;  (b)  sufficient 
applicant  information  to  be  able  to  determine  if 
an  applicant  has  taken  one  or  more  of  the  appropriate 
avenues  and  can  consequently  be  expected  to  possess 
the  desired  KSA's. 

The  person  most  likely  to  possess  sufficient  informa- 
tion to  make  an  informed  decision  is  the  hiring  official 
or  an  agency  personnel  officer  who  has  analyzed  the 
position  with  the  assistance  of  an  incumbent  and/or 
supervisor.  One  of  these  individuals  is  also  more 
likely  to  be  able  to  determine  what  applicant  informa- 
tion is  required  to  make  a  good  screening  decision  and 
design  an  application  supplement  where  needed.  The 
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more  distant  from,  and  therefore  generally  less  informed, 
the  screener  is  about  a  job,  the  more  difficult  it  is 
to  establish  the  job  relatedness  of  the  procedure  and 
carry  it  out  with  the  requisite  objectivity,  reliability 
and  unbiasedness. 

In  making  the  final  selection,  nearly  all  agencies  employ  a  combina- 
tion of  selection  devices.  The  most  common  pattern  includes  an 
evaluation  of  training  and  experience,  an  oral  interview  and  a 
reference  check. 

Because  the  selection  plan  is  often  developed  by  persons  who  are_ 
not  personnel  professionals,  the  procedures  may  not  be  as  effective 
or  defensible  to  judicial  review  as  they  could  be. 

As  part  of  its  Equal  Opportunity  Program,  the  State  Personnel 
Division  has  been  seeking  to  improve  the  quality  of  the  selection 
procedures  used  by  state  agencies.  So  far  only  a  few  agencies  have 
made  any  widespread  commitment  to  trying  to  improve  their  selection 
procedures  through  training  of  their  supervisory  and  managerial 
personnel,  through  this  program. 

D.   Job  Service 

The  Montana  Job  Service  is  a  division  of  the  state's  Department 
of  Labor  and  Industry,  but  receives  its  funding  and  the  vast  majority 
of  its  policies,  rules  and  procedures  from  the  U.  S.  Department  of 
Labor.  At  present,  it  maintains  local  offices  in  23  Montana  cities 
or  towns. 

Job  Service  views  itself,  according  to  its  Helena  local  office 
manager,  as  a  service  which  finds  people  for  the  jobs  placed  with  it 
by  employers.  The  following  description  of  how  this  task  is  accom- 
plished is  basically  the  same  for  all  employers,  public  or  private. 

An  employer  with  a  position  open  contacts  the  local  Job  Service 
office  and  gives  them  information  on  the  job  to  be  filled.  According 
to  the  Helena  office  staff,  this  information  might  come  in  the  form 
of  a  vacancy  announcement,  a  class  specification,  a  position  description, 
or  simply  a  conversation  with  the  agency  recruiting  agent. 

The  information  is  transposed  to  a  "Job  Order"  (see  Appendix  B)  and 
the  interviewer  codes  the  Job  Order's  occupation  with  a  nine  digit 
D.O.T.  code. 

Procedure  requires  the  interviewer  to  then  go  to  the  active  file  of 
persons  registered  for  work  and  draw  out  those  filed  under  the 
D.O.T.  code  which  matches  the  Job  Order  D.O.T.  code.  It  is  by  this 
matching  of  numbers  that  persons  who  have  had  training  or  exper- 
ience in  the  work  desired  (i.e.,  qualified  persons)  are  identified. 
Procedure  requires  that  thp  interviewer  then  review  each  application 
in  the  file  in  greater  h^;^^;-,  to  find  the  "most  qualified"  applicants 
to  be  referred.  However,  a  management  analyst  for  the  Employment 
Security  Division  found  that  it  takes  an  average  of  40  minutes 
to  conduct  such  a  file  search,  and  in  the  experience  of  this 
author  (previously  employed  with  Job  Service),  the  interviewer's 
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workload,  including  interviews  with  incoming  applicants,  often 
precludes  a  complete  file  search. 

Identifying  the  "most  qualified"  persons  seems  to  be  the  weakest 
link  of  the  process  for  other  reasons  as  well.  Beyond  the  determination 
of  qualified  or  not  qualified,  often  based  on  total  years  of  experience, 
the  decision  of  who  to  refer  is,  according  to  the  local  office 
manager,  a  determination  of  who  will  best  "fit  into"  the  agency's 
work  force.  The  manager  feels  this  personality  assessment  is 
necessary  if  Job  Service  is  to  continue  to  receive  job  orders  from 
employers.  Since  none  of  the  three  people  interviewed  spoke  of 
gathering  additional  job-related  information  to  help  them  make  their 
decision,  such  an  approach  is  apparently  not  commonly  used.  Central 
E.S.D.  staff  observed  that  this  is  not  the  prescribed  procedure  and 
questioned  its  general  use. 

The  procedure  used  by  the  Job  Service  for  competitive  vacancies 
(those  which  are  not  filled  internally  or  through  other  special 
procedures)  in  positions  in  Merit  System  agencies  is  more  structured 
than  that  used  for  other  positions.  Applicants  for  Merit  positions 
are  placed  on  a  register  of  eligibles  if  they  possess  the  qualifications 
stated  on  the  vacancy  announcement.  Their  relative  placement  on  the 
register  results  from  the  score  they  attain  on  written  and/or  performance 
(typing  and  shorthand)  tests.  Most  of  the  tests  were  assembled  in  1975 
or  before,  were  never  validated,  and  have  not  been  reviewed  or  updated 
since  they  were  assembled. 

In  the  absence  of  established  tests,  applicants  for  most  other 
Merit  positions  are  screened  for  minimum  qualifications,  and  all 
applicants  who  meet  minimum  qualifications  are  referred  to  the  agency. 
There  is  generally  no  attempt  to  distinguish  the  best  qualified  from 
the  qualified.  However,  Job  Service  will  rate  applicants  on  training 
and  experience  upon  request  as  time  and  staff  permits. 

The  Departments  of  Highways  and  Revenue  have  entered  into  agree- 
ments with  Job  Service  similar  to  the  arrangement  the  Merit  agencies 
use.  The  Job  Service  acts  as  the  exclusive  recruiter  for  most  positions 
in  these  agencies  and  is  responsible  for  initial  screening  of  applicants 
in  most  circumstances.  While  at  least  one  of  these  agreements  requires 
Job  Service  to  refer  only  the  top  (best  qualified)  6  to  10  applicants, 
in  practice,  hiring  officials  specify  the  number  of  applicants  desired 
on  a  case  by  case  basis. 

While  the  recruitment  and  screening  services  provided  by  Job 
Service  are  clearly  valuable  to  the  state  and  should  generally 
be  used  more  fully,  there  still  exist  two  major  concerns: 

(1)  Exclusive  use  of  Job  Service  as  a  source  of  applicants 
limits  the  state  to  those  individuals  in  Job  Service 
files,  not  necessarily  the  best  available  in  the 
labor  market,  and  often  not  persons  who  are  special- 
ized, minorities,  or  currently  employed. 

(2)  Use  of  Job  Service  to  make  first  line  selection 
decisions  beyond  a  minimum  qualifications  screen 
(referral  of  a  set  number  of  "best  qualified"  appli- 
cants as  opposed  to  "all  qualified"  applicants)  places 


this  aspect  of  selection  in  the  hands  of  individuals 
who  are  too  far  removed  from  the  job  to  have  sufficient 
information  in  the  case  of  professional  and  skilled  positions. 

IV.  AGENCY  NEEDS  ASSESSMENT 

Part  of  the  information  gathered  for  this  report  was  the  perceptions 
of  agency  managers  and  personnel  people  about  the  effectiveness  of 
current  recruitment  and  selection  systems  in  Montana  and  what,  if 
any,  modifications  they  would  find  beneficial. 

Input  from  all  state  agencies  was  solicited  by  use  of  a  written 
questionnaire.  (See  Appendix  B.)  In  an  attempt  to  obtain  a 
response  from  each  division,  surveys  were  directed  to  randomly 
selected  division  administrators  or  bureau  chiefs  and  also  from 
the  person  charged  with  personnel  matters  in  each  agency.  Of  the 
144  questionnaires  mailed  out,  118  usable  ones  were  returned. 

Due  to  the  expectation  that  a  number  of  respondents  would  be  unaware 
of  either  the  pitfalls  of  poor  recruitment  and  selection  procedures  or 
the  benefits  of  optimal  ones,  responses  from  a  state  agency  which 
has  emphasized  training  in  these  areas  were  analyzed  separately. 
Managers  of  this  agency  had  received  training  in  both  selection 
and  recruitment  by  the  State  Personnel  Division  prior  to  the  survey. 

Summarizing  the  results  broadly,  it  can  be  said  that  the  118  re- 
spondents were  generally  more  in  favor  of  technical  assistance  and 
services  in  the  selection  area  than  in  recruitment.  More  specific 
results  are  as  follows: 

Recruitment: 

In  answer  to  a  question  about  whether  respondents'  departments' 
efforts  to  recruit  qualified  applicants  are  as  cost  effective  as 
possible,  37%  said  no  and  64%  said  yes.  Although  well  over  one- 
half  expressed  satisfaction  with  the  process  as  a  whole,  in  sub- 
sequent questions  a  large  number  expressed  dissatisfaction  with 
specific  current  recruitment  procedures  and/or  results. 

Respondents  were  questioned  about  the  positions  they  have  most 
difficulty  with  in  recruitment.  The  overwhelming  number  of  hard-to-fill 
positions  occurred  in  the  Professional  categiry,  and  the  indication 
was  that  these  positions  should  be  filled  through  recruitment  rather 
than  by  training  a  current  employee  to  take  over  the  position.  A 
distant  second  was  held  by  the  Managerial -Administrative  category, 
but  here,  the  indication  was  slightly  in  favor  of  training  individuals 
to  fill  the  positions  rather  than  recruiting  for  them.  The  third 
most  active  category  was  that  of  Clerical  Workers,  where  the  pref- 
erence was  to  recruit  rather  than  train. 

When  asked  what  could  be  done  to  increase  the  number  of  qualified 
applicants  for  the  hard-to-fill  positions  listed,  the  overwhelming 
response  was  to  raise  salaries  directly  or  indirectly  (by  providing 
more  benefits,  etc.)  Other  notable  responses  were  that  more  aggressive 
recruiting  should  be  utilized  and  that  recruiting  efforts  should  be 
extended  to  cover  a  larger  geographic  area. 
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In  response  to  questions  on  agency  resources  expended  on  recruitment, 
only  three  respondents  indicated  that  their  department  employs  a 
full-time  recruiter.   (There  were  no  departments  that  indicated 
having  more  than  one  full-time  recruiter.)  Of  the  25  personnel 
officers  responding  to  this  set  of  questions,  though,  11  indicated 
that  one  person  in  their  department  serves  as  a  part-time  recruiter; 
another  11  responded  that  two  people  within  the  department  act  as 
part-time  recruiters;  2  responded  with  three  part-time  recruiters; 
one  with  5  and  one  with  9  part-time  recruiters.  The  average  grade 
level  reported  for  division  recruitment  persons  is  between  grade  14 
and  grade  17,  with  a  preponderance  in  grades  16  and  17. 

This  information  indicates  that  there  are  a  number  of  persons  at 
least  partially  involved  in  recruitment  activities  and  at  relatively 
high  salaries. 

It  was  not  within  the  scope  of  this  study  to  determine  areas  of 
duplication  of  service,  but  the  potential  for  duplication  exists 
where  two  or  more  agencies  are  recruiting  applicants  for  the  same 
classification. 

Questions  17  through  20  provide  insight  into  the  respondents' 
views  of  recruitment  assistance  services.  Each  of  these  questions 
asks  how  beneficial  a  particular  recruiting  assistance  service 
would  be  to  the  agency.   In  every   case  but  one,  over  50%  of  the 
respondents  indicated  that  the  assistance  or  service  would  not 
be  beneficial.   In  the  one  exception,  the  "not  beneficial"  count 
was  49%. 

Comparison  of  responses  from  agency  staff  who  had  gone  through  the 
recruitment/selection  training  mentioned  earlier  with  "untrained" 
agency  staff  is  of  interest.  For  question  17,  which  deals  with 
the  perceived  usefulness  of  technical  assistance  in  developing 
recruitment  techniques  for  specialized  positions,  75%  of  the 
"trained"  agency's  responses  were  "somewhat  beneficial,"  and 
another  13%  considered  this  form  of  assistance  "substantially 
beneficial."  Only  13%  said  it  would  not  be  beneficial.  By  con- 
trast, 48%  of  the  responses  from  the  "untrained"  agencies  indicated 
specialized  recruiting  techniques  would  be  somewhat  or  substantially 
beneficial,  while  48%  indicated  they  would  not  be  beneficial.  These 
figures  indicate  that  managers  who  are   more  aware  of  the  principles 
and  practices  of  recruitment  and  selection  place  greater  value 
on  specialized  assistance. 

Reported  perceptions  of  the  benefits  of  the  other  optionS;ipresented 
in  questions  18  and  19  (assistance  in  coordinating  recruitment 
activities  with  other  agencies  and  assistance  with  manpower  planning 
and  direct  recruitment  services)  were  predominantly  unfavorable 
by  all  respondents.  However,  personnel  officers  perceived  more 
benefit  in  manpower  planning  assistance  than  other  respondents. 

Selection : 

Question  30  asked  whether  current  efforts  to  select  the  most  qualified 
applicant  are   as  cost  effective  as  possible.  While  a  positive 
response  was  elicited  from  88%  of  the  respondents  with  only  12% 


responding  "no,"  responses  to  subsequent  questions  revealed  that 
most  respondents  feel  that  improvement  can  be  made.  Personnel 
officers  were  less  convinced  of  the  cost  effectiveness  of  their 
agency's  current  selection  practices  than  were  bureau  chiefs  or 
division  administrators. 

In  questions  31  and  33  through  36,  respondents  were  presented  with 
several  types  of  selection  assistance  and  asked  how  beneficial  each 
would  be.  The  responses,  in  contrast  to  the  responses  to  such 
questions  about  recruitment,  indicated  a  significantly  greater  inter- 
est in  selection  assistance  and  services.  In  no  case  did  the 
"not  beneficial"  category  contain  more  than  50%  of  the  responses. 

The  two  selection  services  considered  most  desirable  were  technical 
assistance  in  developing  fair  and  defensible  selection  systems  and 
in  designing  effective  interviews.  Assistance  in  developing 
effective  reference  check  questions  was  also  fairly  popular, 
followed  by  assistance  in  developing  skill  and  ability  tests.  Job 
analysis  assistance  was  considered  least  beneficial. 

In  the  "trained"  agency,  responses  to  the  option  of  job  analysis 
assistance  were  100%  favorable,  while  only  58%  favored  such 
assistance  among  the  "untrained"  agencies.  This  appears  to  indi- 
cate that  those  who  have  been  trained  in  the  principles  and  practices 
of  the  selection  process  are  more  aware  of  the  selection  benefits 
of  a  good  job  analysis. 

A  similar  pattern  was  obvious  in  responses  to  the  other  suggested 
selection  assistance  categories  with  the  "trained"  agency  respondents 
favoring  all  services  to  a  higher  degree  than  those  from  the 
"untrained"  agencies.  However,  the  percent  of  "untrained"  re- 
spondents favoring  these  other  categories  of  selection  assistance 
ranged  from  64%  for  developing  job-related  skill  and  ability  tests 
to  81%  for  assistance  with  designing  effective  interviews. 

The  respondents  were  asked  to  evaluate  the  usefulness  of  three 
options  for  selection  assistance:  (1)  Coordination  and  technical 
assistance  services  in  which  guides  and  training  on  effective, 
defensible  selection  procedures  would  be  provided,  as  well  as 
consultation  on  special  problems.  Coordination  of  joint  development 
of  selection  procedures  for  agencies  with  common  selection  needs 
could  also  be  part  of  this  service;  (2)  Selection  development 
services,  in  which  selection  procedures  as  needed  for  agencies' 
use  would  actually  be  designed.  The  type  of  procedures  designed 
could  include  application  supplements,  written  or  performance 
tests,  and  rating  forms,  among  others.  This  would  involve  working 
with  agency  personnel  to  complete  a  job  analysis  to  obtain  the 
job-related  information  required  to  design  the  actual  selection 
procedures;  and  (3)  Testing  services,  in  which  actual  testing  of 
applicants  for  skills  and  abilities  required  by  several  agencies 
would  be  provided  to  reduce  duplication  of  effort.  Individual 
agencies  would  be  notified  of  the  test  results  for  consideration 
in  the  selection  process. 
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One  hundred  percent  of  "trained  respondents"  and  approximately  50% 
of  untrained  respondents  were  favorable  to  options  1  and  2,  although 
as  many  as  1/3  of  the  respondents  indicated  that  it  was  not  very 
likely  that  their  agency  would  utilize  the  options.  Reasons  were 
not  given.  Two-thirds  of  the  "trained"  respondents  also  felt  option 
3  would  be  beneficial,  but  only  46%  of  the  "untrained"  respondents 
thought  so. 

As  indicated  earlier,  these  specific  results  give  a  general  im- 
pression that  the  state  agency  personnel  surveyed  have  some 
concerns  with  recruitment  but  are  more  concerned  with  and  interested 
in  assistance  in  the  selection  area. 

V.   SURVEY  OF  PERSONNEL  SYSTEMS  IN  OTHER  STATES 

In  gathering  material  on  which  to  base  our  recommendations  for 
future  personnel  practices  in  Montana,  we  surveyed  several  other  states, 
Ten  states  were  contacted  by  phone  concerning  their  current  recruit- 
ment and  selection  procedures.   (See  Appendix  D  for  copy  of  survey.) 
These  ten  states  were  chosen  to  present  a  range  of  approaches  to 
personnel  practices.  The  majority  (7)  have  a  decentralized  personnel 
function,  but  each  evidenced  some  difference  in  approach.  The  other 
three  states  function  in  a  centralized  manner. 

The  majority  of  the  states  contacted  indicated  that  responsibility 
for  recruitment  and  selection  is  shared  by  state  central  personnel 
and  individual  agencies  with  assistance  from  local  Job  Service 
offices  in  some  cases.   In  a  few  states,  use  of  Job  Service  for 
recruitment  is  mandated;  in  most  states,  use  of  Job  Service  is  an 
agency  option. 

In  a  broad  overview,  it  appears  that  central  agency  staffs  in 

all  three  of  the  basically  centralized  states  perceive  of  their 

system  as  working  well.   In  contrast,  the  central  staffs  in  only 

two  of  the  seven  states  where  a  combination  approach  is  utilized 

are  satisfied  with  current  procedures,  and  all  five  of  the  less-than- 

satisfied  states  either  have  plans  for  proposed  changes  to  submit 

to  their  legislatures  or  are  working  on  developing  such  plans. 

The  major  area  of  dissatisfaction  centers  on  the  lack  of  standardized 

practice  in  both  the  recruitment  and  selection  areas. 

Several  of  the  states  with  a  combination  approach  have  Merit 
Systems  which  are  responsible  for  developing  and  validating  selection 
devices,  administering  tests,  developing  registers  of  qualified 
applicants  and  referring  lists  of  names  for  specific  vacancies.  These 
services  are  provided  only  for  Merit  agencies,  however,  except  in 
one  state  where  non-Merit  agencies  may  pay  a  fee  for  such  services 
from  the  Merit  System. 

The  survey  revealed  several  innovative  approaches,  in  both  recruit- 
ment and  selection,  to  sharing  responsibility  between  state  central 
personnel  and  individual  agencies.  One  interesting  approach  in  the 
recruitment  area  involves  simultaneous  recruitment  for  all  state  jobs 
by  the  state  central  personnel  office,  the  Job  Service,  and  the 
individual  agency.  The  state  central  personnel  recruitment  emphasis 
is  on  minorities,  females  and  the  handicapped.  They  provide  agencies 
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with  lists  of  the  top  qualified  candidates  in  these  groups  for 
specific  vacancies.  There  would  appear  to  be  some  duplication 
of  effort  here,  however. 

In  one  state,  agencies  do  their  own  recruiting,  but  all  appli- 
cations are  directed  to  the  state  central  personnel  office  for 
minimum  qualifications  review.  One  state  has  developed  the  Job 
Line  -  a  statewide  phone  service  which  has  a  recording  of  available 
jobs  -  and  combines  this  with  the  Job  Mart  -  a  weekly  newsletter 
sent  to  300  recruiting  sources.  The  majority  of  states  rely 
heavily  on  assistance  from  the  local  Job  Services  -  especially 
for  recruiting  for  low  level  jobs. 

In  the  areas  of  selection  services,  there  is  evidence  of  attempts 
being  made  by  state  central  personnel  to  provide  a  variety  of 
forms  of  technical  assistance.  It  was  also  clear  that  these  efforts 
are  curtailed  by  limited  financial/staff  resources. 

The  services  provided  by  state  central  personnel  are  most  often 
provided  only  on  request.  A  request  may  elicit  services  ranging 
from  sharing  of  available  expertise  over  the  phone  regarding  a 
specific  situation,  to  a  structured  training  program  in  selection 
which  is  developed  specifically  for  the  agency  making  the  request. 
Most  states  provide  affirmative  action  assistance. 

One  state  has  developed  (with  the  assistance  of  an  outside 
consultant)  a  knowledge,  skill,  ability  rating  device  which  it 
shares  with  agencies  on  request.  This  device  enables  the  agency 
to  do  its  own  mini- job  analysis  for  specific  positions.  Another 
state  actually  performs  a  job  analysis  for  its  agencies  on  request. 
One  state  shares  its  Merit  registers  with  non-Merit  agencies. 
Another  state  provides  training  to  all  new  managers  in  selection 
(and  performance  appraisal)  and  provides  selection  training  to 
staff  in  its  two  delegated  (non-Merit)  agencies.  In  none  of  the 
states  are  individual  agencies  capable  of  developing  and  validating 
selection  devices.   If  it  is  not  being  done  by  the  Merit  System, 
it  is  not  being  done  to  any  significant  extent  -  i.e.,  they  are 
making  no  attempt  to  directly  test  skills  and  abilities. 

A  second  phone  survey  regarding  recruitment  procedures  for  the 
Department  of  Highways  was  conducted  in  the  six  states  in 
Region  8  of  the  Federal  Highways  System  (of  which  Montana  is  a  part), 
plus  three  northwestern  states.  The  information  requested  dealt 
with  how  recruitment  is  conducted  and  special  recruitment  problems. 
The  pattern  here  was  again  use  of  Job  Service  offices  at  the  agency's 
discretion,  usually  for  unskilled  labor,  while  professional  level 
recruitment  was  done  by  the  agency  either  at  their  central  Highways 
Personnel  Office  or  at  the  District  Office  where  the  opening 
existed.  This  information  appears  to  verify  recruiting  information 
obtained  elsewhere. 
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VI.   LITERATURE  SURVEY 

A  survey  of  current  personnel  literature  on  recommended  recruit- 
ment and  selection  practices  and  programs  and  their  influence  on 
organizational  productivity  comprised  the  final  information  gathering 
device  utilized. 

The  literature  continues  to  emphasize  a  need  for  use  of  valid, 
reliable,  fair,  job-related  recruiting  and  selection  procedures. 
There  are  numerous  articles  describing  specific  steps  for  managers 
to  take  to  improve  their  procedures  in  recruitment,  reference 
checks,  and  interviews.  Articles  proposing  supplements  or  alterna- 
tives to  reference  checks  and  interviews  abound.  Assessment 
centers,  the  team  selection  process  and  work  sample  or  skill/ability 
tests  are  heralded  as  the  way  of  the  future.  An  assessment  of  the 
feasibility  of  utilizing  these  techniques  and  procedures  in  Montana 
was  not  possible  within  the  time  available,  but  contributed  to 
recommendation  #2,  Part  VII, in  the  final  section  of  this  paper. 

The  major  focus  of  the  literature  survey  was  the  impact  of 
well-developed  recruitment/selection  practices  on  organizational 
productivity.  Although  empirical  studies  of  the  effects  of  good 
recruitment/selection  practices  on  productivity  are  sketchy, 
several  studies  conducted  in  a  variety  of  geographical  settings 
in  both  private  and  public  employment  produced  promising  results. 
These  studies  are  summarized  below. 

A  study  in  the  City  of  Milwaukee  demonstrated  the  effectiveness 
of  job  related  examinations  in  selecting  significantly  better 
performing  employees  (based  on  supervisor's  ratings  and  objective 
measures  of  employee  performance).  The  study  also  analyzed  the 
relationship  between  employee  performance  and  associated  costs  of 
absenteeism  and  discipline  handling.  It  was  determined  that  the 
cost  per  employee  accelerates  rapidly  as  the  number  of  disciplinary 
actions  increase  (See  Chart,  Appendix  E).  The  estimated  annual  savings 
were  $14,921.00  (based  on  217  hires  in  that  occupational  category  in 
one  year)  or  $68.00  savings  per  employee.  When  the  costs  for  absenteeism 
were  added  in,  the  estimated  total  annual  savings  were  $102,273.00 
or  $470.00  savings  per  employee  per  year.' 

In  an  article  entitled  "When  Testing  Pays  Off",  Hubert  E. 
Brogden,  a  research  psychologist  for  the  Adjutant  General's 
Office,  observed  that: 

"Testing  can  save  money.  Savings  result  because  workers 
selected  by  valid  tests  produce  more  than  workers  selected 
by  less  efficient  methods.  How  much  is  saved  depends  on 
two  factors:  (1)  the  effectiveness  of  the  selection 
instruments  in  predicting  efficiency  on  the  job  and  (2) 
the  percentage  of  applicants  who  must  be  chosen." 
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In  The  Personnel  Administrator,  Carl  H.  Driessnack  writes  about  the 
financial  impact  of  hiring  poorly  qualified  personnel: 

"It  is  presently  estimated  that  it  costs  about  $1,500 
to  recruit  and  to  train  a  new  clerical  employee  in  New 
York  City.  A  person  who  is  hired  and  then  fired  after 
a  few  months  costs  fees,  wages,  training  time,  severance 
and  unemployment  charges,  not  to  mention  wasted  overhead, 
benefits  costs  and  the  loss  of  productivity.  A  department 
responsible  for  this  situation  would  be  forced  to  explain, 
j£  detail ,  the  reason  for  a^  poor  $50  purchase  yet,  when 
'buying'  $2,000  worth  of  inappropriate  employee,  is  not 
questioned.  Usually  no  on£  knows  it  has  occurred." ^ 

In  the  Journal  of  Applied  Psychology,  Schmidt,  Hunter,  McKenzie, 

and  Muldrow  stuped  the  impact  of  a  valid  test  on  productivity. 

They  specifically  dealt  with  computer  programmers  but  spent  some 

time  discussing  generalizabil ity  of  their  results  to  other  occupational 

categories  with  positive  results.  Their  summary  of  findings: 

"The  results  support  the  conclusion  that  hundreds  of  millions 
of  dollars  in  increased  productivity  could  be  realized  by 
increasing  the  validity  of  selection  decisions  in  this 
occupation."^ 

The  authors  continue  that  they  find  unavoidable: 

"the  conclusion  that  it  does  make  a  difference--an 
important,   practical    difference--how  people  are 
selected.     We  conclude  that  the   implications  of  valid 
selection  procedures   for  work-force  productivity  are 
much  greater  than  most  of  us   have   realized  in  the 
past. "5 

In  another  article  Schmidt  and  Hunter  present  an  example  of  the 
consequences  of  using  poorly  developed  selection  measures: 

"Some  years  ago,  U.S.  Steel  selected  applicants  into 
their  skilled  trades  apprentice  programs  from  the  top  down 
based  on  total  score  on  a  valid  battery  of  aptitude  tests. 
They  then  lowered  their  testing  standards  dramatically, 
requiring  only  minimum  scores  on  the  tests  equal  to  about 
the  7th  grade  level  and  relying  heavily  on  seniority. 
Because  their  apprentice  training  center  kept  excellent 
records,  they  were  able  to  show  that:   (1)  Scores  on 
mastery  tests  given  during  training  declined  markedly. 

(2)  The  flunk-out  and  drop-out  rate  increased  dramatically. 

(3)  Average  training  time  and  training  cost  for  those  who 
did  make  it  through  the  program  increased  substantially. 

(4)  Average  ratings  of  later  performance  on  the  job 
declined. "6 
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The  State  of  Washington  Central  Personnel  conducted  a  study  on  the 
cost  effectiveness  of  testing  for  public  jobs.  Charles  Schultz 
concluded  that:  ".  .  .we  could  gain  a  lot  of  money  by  employing 
persons  with  high  test  scores... "7 

Summarizing  the  tenor  of  the  literature  in  general,  those  studies 
which  have  attempted  to  assess  the  impact  of  well -developed  selection 
practices  on  productivity,  appear  to  make  a  good  case  for  the 
potential  for  improving  work  force  productivity  through  the  use  of 
valid  selection  devices. 

VII.  CONCLUSIONS  AND  RECOMMENDATIONS 

In  conclusion,  the  State's  recruitment  and  selection  record  is 
spotty.  Only  a  few  agencies  have  attempted  to  provide  their  managers 
and  supervisors  with  the  training  and  systems  needed  to  obtain  the 
best  possible  employees  for  State  service. 

Although  there  have  been  relatively  few  attempts  to  directly  measure 
the  cost  savings  of  utilizing  effective  recruitment  and  selection 
techniques,  those  studies  that  exist  suggest  that  the  State's 
spotty  record  is  probably  costly  in  terms  of  both  excessive  training 
time  and  lost  productivity.  Awards  against  the  State  for  employment 
discrimination  are  also  costly.  Awards  for  cases  brought  before  the 
Human  Rights  Commission  for  employment  discrimination  totaled 
$73,000  between  1975-1980.  Although  a  total  figure  for  court 
awards  is  not  available,  a  single  case  cost  the  State  $207,000. 

The  need  for  improved  practices,  particularly  selection  practices, 
is  recognized  not  only  by  Personnel  Division  staff  but  also  by  a 
significant  majority  of  State  managers  and  an  even  higher  percentage 
of  managers  who  have  received  recruitment/selection  training. 

Many  states  have  attempted  to  meet  these  needs  and  guard  against 
political  patronage  by  establishing  a  centralized  civil  service 
system  to  conduct  examinations  and  prepare  registers  of  the  best 
qualified  candidates  for  agency  use.  Because  of  the  extensive 
costs  and  practical  problems  of  such  a  system,  plus  past  experiences 
with  the  Merit  System,  it  is  not  being  presented  below  as  a 
recommendation  or  serious  option.  The  recommendations  presented 
concentrate  on  relatively  inexpensive  approaches  to  upgrading 
the  recruitment  and  selection  services  of  both  the  Personnel 
Division  and  the  Job  Service  and  placing  responsibility  for 
selection  decisions  with  those  individuals  who  have  sufficient 
job  information. 

Recommendation  1:  Establish  a  recruitment  and  selection  training 
program  and  require  attendance  by  State  hiring  officials  at  least 
every  three  years . 
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The  program  would  include  training  in  the  following  areas: 

How  to  perform  a  job  analysis  to  determine  knowledge,  skills, 
and  abilities  needed  at  the  time  of  hire; 

How  to  convey  this  information  in  a  recruitment  advertisement 
and  job  order  to  Job  Service; 

How  to  effectively  design  and  use  selection  techniques 
including  application  screens  for  minimum  qualifications, 
structural  interviews,  skill  and  ability  tests,  and  reference 
checks; 

How  to  maintain  adequate  documentation. 

Recommendation  2.  Establish  within  the  Personnel  Division  a 
recruitment  and  selection  assistance  program  with  the  following 
responsibilities: 

Develop  and  provide  the  training  program  described  above; 

Develop  and  provide  more  indepth  training  for  agency  personnel 
offices; 

Provide  technical  assistance  to  State  agencies  on  request  in 
developing  and  administering  recruitment  and  selection  procedures; 

Analyze  the  utility  of  current  and  developing  selection 
techniques  for  State  positions  and  recommend  their  use  where 
appropriate  (for  example,  the  feasibility  of  buying  tests  or 
test  items  -  test  questions  -  from  other  jurisdictions,  or 
private  banks  for  use  by  agencies  in  selecting  applicants  for 
high  volume  entry  professional  or  technical  positions  could  be 
examined  as  an  inexpensive  alternative  to  test  development); 

Maintain  a  resource  library  including  recruitment  and  selection 
literature,  teaching  aids,  and  catalogues  of  recruitment 
sources  for  specialized  positions. 

The  program  described  could  be  fully  instituted  with  2  FTE  and 
partially  instituted  with  the  1  FTE  currently  being  filled  with  a 
selection  specialist. 

Recommendation  3.  Require  all  State  agencies  to  recruit  through 
Job  Service  for  all  job  openings  to  provide  citizens  with  a  single 
source  of  information  on  all  State  openings,  but  permit  agencies 
to  also  recruit  elsewhere  to  meet  special  recruitment  needs. 

Recommendation  4.  Require  Job  Service  to  post  notices  of  all 
State  job  openings  and  designate  them  as  job  openings. 
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Recommendation  5.  Establish  a  comprehensive  agreement  between  Job 
Service  and  the  State  providing  that  Job  Service  will  screen  applicants 
down  to  the  number  specified  by  the  agency  for  positions  which 
readily  permit  such  screening.  This  would  include  clerical  positions 
for  which  screening  can  be  based  on  typing  tests,  and  positions 
without  skill  requirements  for  which  referral  can  be  random.  In 
these  cases  a  list  of  the  top  qualified  applicants  or  a  specified 
number  of  applicants  can  be  referred  to  the  agency. 

For  positions  requiring  less  easily  assessed  qualifications,  Job 
Service  would  screen  general  applicants  for  possession  of  minimum 
qualifications  only,  and  refer  all  applicants  who  meet  the  minimum. 

This  recommendation  would  accomplish  two  objectives:  (1)  Placing 
selection  responsibility  (beyond  a  minimum  qualification  screen) 
with  those  individuals  who  are  most  familiar  with  the  position  to 
be  filled  insures  more  valid  and  effective  selection  decisions;  (2) 
It  also  insures  that  citizens  who  have  basic  qualifications  are 
considered  by  the  agency. 

From  the  perspective  of  some  agencies,  this  recommendation  would 
have  the  disadvantage  of  increasing  their  selection  responsibility. 
Those  agencies  that  currently  request  and  receive  6  to  10  applicants 
from  Job  Service  could  receive  many  more  applicants  for  some  jobs  if 
all  applicants  who  meet  minimum  qualifications  are  referred. 

This  procedure  should  not  decrease  the  number  of  placements  Job 
Service  is  able  to  make  and  should  reduce  the  time  required  -i.e. 
the  time  now  spent  in  file  searches  to  identify  the  best  qualified 
applicants.  It  would  reduce  the  placement  to  referral  ratio  which 
Job  Service  prefers  to  keep  high. 

The  success  of  this  approach  (as  well  as  of  current  use  of  Job 

Service)  can  be  increased  by  adoption  of  Training  Recommendations  1 

and  6.  These  recommendations  would  insure  that  agency  personnel 

are  trained  in  development  of  valid  minimum  qualifications  which 

can  be  used  by  Job  Service  under  current  systems  as  well  as  its 

planned  computerized  system  and  insure  that  Job  Service  personnel 

are  adequately  trained  in  appropriate  application  of  minimum  qualifications. 

Recommendation  6.  Establish  a  joint  Employment  Security  Division/ 
Personnel  Division  training  team  to  develop  and  provide  a  selection 
training  program  for  Job  Service  interviewers  involved  in  referrals 
for  state  positions. 

Recommendation  7.  Adopt  one  of  the  following  options: 

Option  1 .  Provide  sufficient  resources  to  update  and  validate 
merit  exams  being  administered  by  the  Job  Service.  This  would 
require  2  F.T.E.'s  with  test  development  expertise  to  develop 
updated  tests  in  cooperation  with  agency  subject  matter  experts. 
This  function  could  be  part  of  the  Personnel  Division  selection 
assistance  function  described  in  Recommendation  2,  or  part  of 
the  Job  Service.  It  could  be  funded  by  Merit  System  agencies 
or  a  specific  appropriation. 
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This  option  would  be  the  most  expensive,  but  would  provide 
examinations  that  have  the  greatest  prospect  of  identifying 
the  best  qualified  applicants  and  are  most  immune  from  a 
discrimination  suit.  Its  cost  effectiveness  is  questionable, 
given  the  relatively  small  percentage  of  agencies  (only 
Merit  agencies)  that  currently  use  written  examinations. 
However,  it  would  be  cost  effective  if  examinations  were 
utilized  for  high  volume  entry  positions  by  all  state 
agencies.  Once  developed,  written  examinations  are  the 
least  costly  selection  procedure  to  administer  to  a  large 
number  of  people. 

Option  2.  Provide  sufficient  resources  to  update  Merit 
examinations  and  assure  job  relatedness,  but  without 
technical  validation. 

This  would  require  1  F.T.E.,  with  knowledge  of  and  exper- 
ience in  applying  selection  principles  and  practices. 
It  would  not  require  the  degree  of  expertise  of  Option  1. 

This  option  would  assure  that  examinations  which  are 
no  longer  appropriate  because  of  outdated  questions  are  up- 
dated, in  cooperation  with  agency  subject  matter  experts, 
and  that  the  resulting  examination  is,  on  its  face,  related 
to  job  requirements.  It  would  not  permit  studies  to 
determine  if  the  examination  is  accomplishing  its  intended 
purpose. 

Because  the  examinations  produced  would  be  less  defensible 
against  a  discrimination  charge,  their  use  could  be  carefully 
coupled  with  affirmative  action  measures  currently  allowed 
by  Merit  System  rules  to  assure  that  they  did  not  have  a 
discriminatory  effect. 

As  in  Option  1,  this  function  could  be  part  of  Personnel 
Division  or  Job  Service  and  funded  by  user  Merit  agencies 
or  by  a  specific  appropriation.  It  would  be  the  most  cost 
effective  approach  to  continuing  minimal  testing  services 
without  excessive  liability. 

Option  3.  Discontinue  use  of  written  tests  except  those 
which  have  been  validated.  Use  of  outdated  examinations 
without  at  least  some  effort  to  keep  them  job  related  both 
creates  substantial  liability  and  is  of  questionable  utility, 
and  should  be  discontinued. 

While  this  option  would  reduce  the  state's  liability  to  a 
challenge  of  its  exams,  the  procedures  used  to  replace 
testing  (i.e.,  those  procedures  beyond  a  minimal  qualifica- 
tions screen  to  identify  the  best  qualified  applicants  for 
referral  to  the  ager.cies)  would  be  vulnerable  unless  properly 
developed.  Consequently,  some  capacity  is  needed  to  assure 
that  any  selection  procedures  used  are  at  least  on  their 
face  job  related  and  do  not  have  a  discriminatory  effect. 
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APPENDIX  A 

Statutory  Basis  for  Recruitment 
and  Selection  Programs  of  State  Agencies 

The  employer-employee  relationship  is  subject  to  a  variety  of  state 
and  federal  statutes,  constitutional  provisions,  rules,  regulations  and 
guidelines.  This  list  focuses  on  those  laws  which  impact  on  the  re- 
cruitment and  selection  of  employees  for  initial  hire  or  promotion 
within  all  agencies  of  state  government.  Except  for  Merit  System  Rules, 
it  does  not  include  those  laws,  rules  or  regulations  which  impact  on 
only  selected  agencies  of  state  government. 

I.  Constitutional  Provisions. 

The  Fifth,  Thirteenth  and  Fourteenth  Amendments  to  the  U.S. 
Constitution  (codified  at  42  DSC  1981-1983)  contain  due  process, 
non-discrimination  and  equal  protection  requirements. 

Article  II,  Section  4,  of  the  Montana  Constitution  of  1972, 
contains  a  basic  statement  on  the  equality  of  all  persons  within 
Montana . 

II.  Federal  Statutes  and  Implementing  Regulations. 

A.  The  Civil  Rights  Act  of  1964,  Title  VII  (as  amended),  prohibits 
discrimination  in  recruitment  or  selection  based  on  race, 
color,  national  origin,  religion  or  sex. 

Several  regulations  have  been  issued  by  the  E.E.O.C.  and 
others  to  implement  Title  VII,  including: 

-  Reporting  and  recordkeeping  regulations 

-  Guidelines  on  employee  selection  procedures 

-  Guidelines  on  discrimination  because  of  sex 

-  Guidelines  on  religious  discrimination 

-  Guidelines  on  discrimination  because  of  national 
origin 

-  Federal  executive  agency  guidelines  on  employee 
selection. 

B.  Age  Discrimination  in  Employment  Act  prohibits  age-  based 
discrimination  in  recruitment  or  hiring  decisions. 

C.  Vocational  Rehabilitation  Act  of  1973  requires  non-discrimina- 
tion and  reasonable  accommodation  for  disabled  persons  seeking 
employment. 

III .  State  Laws . 

A.   The  Montana  Human  Rights  Act,  (49-2-101  et  seq.,  M.C.A.), 

prohibits  discrimination  based  on  an  individual's  race,  creed, 
religion,  marital  status,  color,  national  origin,  age,  physical 
or  mental  handicap  and  sex. 


B.  The  Governmental  Code  of  Fair  Practices.  (49-3-101  et  seq., 
M.C.A.),  prohibits  discrimination  on  all  the  same  bases  as' 
covered  by  the  Human  Rights  Act,  plus  prohibits  discrimination 
based  on  political  belief,  and  requires  measures  to  ensure  the 
system  is  free  from  bias. 

C.  The  Veterans  and  Handicapped  Civilians  Employment  Preference 
Act,  (10-2-201  et  seq.,  M.C.A.),  provides  for  preference  of 
veterans,  certain  dependents  of  veterans  and  handicapped 
civilians  recommended  by  S.R.S.  in  appointment  and  employment 
in  publ ic  agencies. 

D.  Policy  3-0155,  Reduction  in  Work  Force,  provides  for  the  grant- 
ing of  preference  in  employment  for  persons  who  have  been  laid 
off  from  jobs  with  the  state. 

E.  Title  39,  M.C.A.,  contains  several  sections  applicable  to  the 
hiring  of  employees  including: 

-•39-2-304,  M.C.A.,  prohibits  the  use  of  polygraph 
tests. 

-  39-2-301,  M.C.A.,  prohibits  the  employer  from  requiring 
an  applicant  pay  for  a  physical  examination  which  is 
required  for  employment. 

IV.  Merit  System  Rules. 

Five  merit  principles  governing  recruitment  and  selection 
practices  are  mandated  by  the  federal  government  for  use  in  state- 
operated  Merit-covered  agencies.  These  principles  have  been  oper- 
ational ized  in  Montana  through  the  publication  of  the  Merit  System 
Council  Rules  (A.R.M.  2.23.101  et  seq.). 
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APPENDIX  C 

DEPARTMENT  OF  ADMINISTRATION 

PERSONNEL  DIVISION 
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STATE  OF  MONTANA' 


Dear  Respondent: 

The  attached  questionnaire  has  been  developed  to  obtain  information 
regarding  the  recruitment  and  selection  needs  of  state  managers. 
Specifically,  the  questionnaire  is  designed  to  elicit  your  assess- 
ment of  the  cost-effectiveness  of  current  recruitment  and  selection 
procedures  and  the  need  for  various  types  of  assistance  or  services. 
The  Personnel  and  Labor  Relations  Study  Commission  will  use  this 
information  to  determine  what  type  of  central  recruitment  and  assis- 
tance function  is  appropriate  for  state  government. 

Because  we  are  survaving  only  a  small  sample  oi  tliose  Involved  in 
recruitment  and  scleztion,  your  input  will  be  very  important.  Due 
to  time  constraints,  we  ask  that  you  complete  the  questionnaire  and 
return  it  to  your  personnel  officer  by  Thursday,  April  8. 

Your  cooperation  will  be  greatly  appreciated. 


Sincerely, 


^- 


Joyce'  Brown 
Project  Director 


1.   Please  specify  your  department: 


2.   What  is  your  position  m  the  department? 

_____^      Personnel  Officer 

Division  Administrator 

Bureau  Chief 


3.   How  is  recruitment  for  positions  within  your  department 
coordinated? 

A  single  person  is  responsible  for  the 

recruiting  needs  of  the  entire  agency  (for 
receiving  information  on  agency  openings  and 
recruiting  qualified  applicants  through  Job 
Service  and/or  other  sources.) 

A  group  of  people  (such  as  a  centralized  unit) 

IS  responsible  for  the  recruiting  needs  of  the 
entire  agency. 

Each  division  within  the  agency  has  staff 

members  responsible  for  the  recruiting  needs 
of  the  division. 

Each  hiring  official  is  responsible  for 

his/her  own  recruiting  efforts. 

Other.   (Please  describe: 


To  Be  Filled  Ou t  by  Pers onnel  Officers  Only 

Ic  your  department's  central  personnel  function  allotted  an 
annual  recruitir.ant  budget? 

Yes 

No 


If  Yes,  what  is  the  annual  budget?   $ 


5.  Excluding  salaries,  approximately  how  much  does  the  central 
personnel  staff  spend  on  recruitment  each  year?   $ 

6.  How  many  central  full-time  recruiters  does  the  department 
■  have?   

7.  How  many  central  personnel  staff  members  devote  only  part  of 
their  time  to  recruitment? 

8.  Approximately  how  much  is  spent  each  year  on  the  salaries  of 
central  personnel  staff  involved  in  recruitment?  (For  those 
individuals  assigned  to  the  recruitment  function  on  a  part- 


time  basis,  please  estimate  the  amount  spent.)   $ _   (Go   (f^ 

to  Question  #16) 


To  Be  Filled  Out  by  Division  Administrators/Bureau  Chiefs  Onl 
9.   Please  specify  your  division: 


10.  What  IS  the  approximate  number  of  employees  in  your  division? 


11.  Is  your  division  allotted  an  annual  recruitment  budget? 


Yes 
No 


If  Yes,  what  is  the  annual  budget?   $ 

12  Excluding  salaries  for  recruitment  personnel,  approximately 
how  mu^does  your  division  spend  on  recruitment  each  year. 

$ 

13  If  salaries  for  recruitment  staff  are  included  in  your 
divisional  budget,  what  is  the  amount  budgeted  for  salaries? 

$ 

14.  If  recruitment  staff  salaries  are  not  included:  ^ 

a.  Approximately  how  many  total  person-hours  do  you  and 
your  staff  spend  on  recruitment  each  year? 

per  hours  each  year 

b.  What  is  the  average  grade  of  the  staff  members  who 
conduct  recruitment  in  your  division?   

15.  Are  your  department's  efforts  to  recruit  qualified  applicants 
as  cost  effective  as  possible? 

Yes 

No 


If  No   what  assistance,  if  any,  would  permit  your 
department  to  reduce  the  costs  and/or  increase  the 
effectiveness  of  its  recruitment  practices? 


To  Be  Filled  Out  By  All  Respondents 

16.  Please  list  below  the  jobs  within  your  department  (personnel 
of ficers) /division  (administrators/bureau  chiefs)  which  are 
difficult  to  fill  because  of  inadequate  numbers  of  qualified 
■  applicants.  Also,  place  a  check  next  to  each  job  if  you 
believe  the  resources  used  to  recruit  a  qualified  applicant 
for  that  job  should  instead  be  applied  to  training  an 
individual  to  perform  the  job. 


What  could  be  done  to  increase  the  number  of  qualified 
applicants  for  the  hard-to-fill  jobs  above  you  did  not 
check? 


17.  Some  agencies  have  had  success  in  attracting  applicants  for 
hard-to-fill  positions  by  using  specialized  recruitment 
techniques,  such  as  developing  job  advertisements  that 
emphasize  the  non-monetary  benefits  of  living  in  Montana  or 
directing  advertisements  to  the  students  of  a  particular 
technical  school. 


Could  your  deparrment ' s  recruitment  efforts  benefit  from       f 
assistance  in  developing  specialized  recruitment  techniques? 

Yes,  it  could  benefit  substantially. 

Yes,  it  could  benefit  somewhat. 

No,  it  could  not  benefit. 


18.  Coordinating  recruitment  efforts  with  other  agencies  is  one 
way  of  cutting  recruitment  costs.   An  example  of  coordinated 
recruitment  would  be  two  or  more  agencies  pooling  their 
resources  to  advertise  for  data  processing  people  in  a 
national  publication. 

Would  coordination  of  recruitment  efforts  with  other  agencies 
for  positions  you  have  in  common  be  beneficial  in  making  your 
department's  recruitment  efforts  more  cost  effective? 

Yes,  very  beneficial. 

Yes,  somewhat  beneficial. 

No,  not  beneficial. 

Please  explain:   


19.  In  some  states  and  many  private  companies,  the  central 

personnel  unit  assists  the  other  units  in  projecting  their 
manpower  needs  over  a  one-  to  five-year  period  based  on 
turnover  data  and  program  plans.   Based  on  these  projections, 
the  central  personnel  unit  analyzes  the  labor  market  to 
determine  manpower  availability  and  develops  an  appropriate 
manpower  plan,  including  recruitment  strategies  for 
correcting  particular  skill  shortages. 

The  state's  new  personnel/payroll/position  control  system 
provides  information  for  manpower  planning.   The  applicant 
flow  system  will  provide  information  on  what  recruitment 
sources  are  effective  in  providing  qualified  applicants  for 
various  occupations.   However,  there  is  no  one  to  coordinate 
a  manpower  planning  service. 

Would  a  central  manpower  planning  function  be  beneficial  to 
your  recruitment  procedure? 

Yes,  very  beneficial. 

Yes,  somewhat  beneficial. 

No,  not  beneficial 
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Please  explain: 


20.  Below  are  two  options  for  the  kinds  of  services  a  central 
planning  and  recruitment  unit  could  provide: 

Option  1:   Coordination  and  technical  assistance 
services.   A  central  planning  and  recruitment  unit  could 
assist  agencies  with  manpower  planning  and  provide 
recommendations  both  for  a  general  recruitment  program 
and  for  techniques  to  overcome  skill  shortages.   In 
addition,  it  could  identify  agencies  with  common 
recruitment  needs  and  assist  them  m  developing  a 
cooperative  recruitment  program  where  appropriate. 

Option  2:   Direct  services.   A  central  planning  and 
recruitment  unit  could  assume  ongoing  responsibility  for 
recruitment  for  common  hard-to-fill  positions.   For 
example,  it  could  conduct  continuous  recruitment  for 
data  processing  specialists  who  are  interested  in 
working  for  the  state  and  establish  and  maintain  a 
roster  of  such  specialists  for  use  by  other  appropriate 
state  agencies. 

It  could  also  serve  as  a  central  information 
clearinghouse  by  making  information  on  all  openings  in 
state  government  available  to  interested  parties.   It 
could  handle  general  inquiries  and  direct  individuals 
interested  in  particular  types  of  work  to  the  proper 
agencies . 

a     Would  the  coordination  and  technical  assistance  services 
described  m  Option  1  be  beneficial  to  your  agency? 

Yes,  very  beneficial. 
Yes,  somewhat  beneficial. 
No,  not  beneficial. 


Please  explain: 


b.    How  likely  is  it  that  your  agency  would  use  the 

coordination  and  technical  services  described  in  Option 

1? 

Very  likely. 

Somewhat  likely. 

Not  very  likely. 


Please  explain: 


Would  the  direct  services  described  in  Option  2  be 
beneficial  to  your  agency? 


Yes,  very  beneficial. 

Yes,  somewhat  beneficial 
No,  not  beneficial. 


Please  explain: 


d.    How  likely  is  it  that  your  agency  would  use  the 

coordination  and  technical  services  described  in  Option 
2? 

Very  likely. 

Somewhat  likely. 

Not  very  likely. 


Please  explain: 


To  Be  Filled  Out  By  Personnel  Officers  Only 

21.  During  the  course  of  the  year,  does  your  department  purchase 
selection  devices  and/or  selection  services? 

Yes 

No 


If  Yes,  please  list  the  purchases  and  the  average  annual 
cost  of  each. 

$ /yr 

$ /yr 


$ /yr 

$ /yr 


22.  Is  your  department's  central  personnel  function  allotted  an 
annual  selection  budget? 


Yes 
No 


If  Yes: 

a.    What  is  the  annual  budget?  $ 


b.    How  much  is  budgeted  for  salaries?   $_ 

23.  How  many  central  personnel  staff  members  are  involved  in 
selection  full-time?   

24.  How  many  central  personnel  staff  members  devote  only  part  of 
their  time  to  selection?   

25.  If  there  is  no  selection  budget,  please  estimate  the  number 
of  person-hours  spent  each  year  by  the  central  personnel 
function  on  developing  and  administering  selection 
procedures:   person-hours  each  year. 

26.  What  is  the  average  grade  of  the  central  personnel  people 
involved  in  selection?   (Go  to  Question  #30) 

To  Be  Filled  Out  by  Division  Administrators/Bureau  Chiefs  Only 

27.  Please  estimate  the  number  of  person-hours  the  staff  in  your 
division  spends  each  year  on  developing  and  administering 
selection  procedures. person-hours  each  year 


28.  What  is  the  average  grade  of  the  people  in  your  division  who  \ 
are  involved  in  selection?   

29.  Excluding  the  salaries  of  individuals  involved  in  selection, 
please  estimate  the  total  cost  of  selection,  if  any,  to  your 
division.     $ 

These  funds  are  spent  primarily  on  what?   


To  Be  Filled  Out  by  All  Respondents 

30.  Are  your  department's  (personnel  of f icers )/division' s 

(administrators/bureau  chiefs)  efforts  to  select  the  most 
qualified  applicants  as  cost  effective  as  possible? 

Yes 

No 


If  No,  what  assistance,  if  any,  would  permit  you  staff 

to  reduce  the  coEts  and/or  increase  the  effectiveness  of  f- 

your  se'ccticn  procedures? 


31.  The  foundation  for  selecting  good  employees  is  a  thorough 
knowledge  of  what  each  job  requires  in  terms  of  skills  and 
abilities.   This  knowledge  is  usually  obtained  through  a  job 
analysis,  which  defines  the  major  tasks  to  be  performed  and 
the  knowledges,  skills,  and  abilities  needed  to  accomplish 
each  task. 

Could  your  agency  benefit  from  technical  assistance  in 
performing  job  analyses? 

Yes,  it  could  benefit  substantially. 

Yes,  Jt  could  benefit  somewhat. 

No,  it  could  not  benefit. 


32.  Some  selection  practitioners  feel  they  are  unable  to 

determine  whether  applicants  possess  the  skills  and  abilities  (^ 


required  for  a  job  either  by  examining  the  education  and 
experience  applicants  possess  or  through  the  usual  personal 
interview.   They  have  found  that  education  and  experience  do 
not  guarantee  job  performance  and  that  a  personal  interview 
is  good  at  assessing  verbal  skills  but  poor  at  assessing 
numerous  other  skills  and  abilities  such  as  writing,  planning 
and  coordinating,  analyzing  statistics,  etc. 

One  solution  to  this  problem  is  direct  assessment  or  testing 
of  the  needed  skills  and  abilities  --  for  example,  a  writing 
exercise  to  assess  writing  skills  or  a  statistical  analysis 
exercise  to  assess  the  ability  to  conduct  statistical 
analyses . 

Could  you  obtain  more  capable  employees  for  some  positions  if 
you  directly  assessed  or  tested  the  skills  and  abilities 
required? 

Yes 

No 


If  Yes,  please  list  the  position  titles  and  skills  and 
abilities  you  think  should  be  directly  tested.   Also, 
place  a  check  in  front  of  those  positions  for  which  you 
are  already  testing  skills  and  abilities. 

Titles  Skills/Abilities 


33.  Personal  interviews  are  costly  selection  procedures, 

particularly  in  terms  of  the  time  it  takes  to  administer 
them.   When  properly  conducted,  they  require  two  or  more 
interviewers  for  each  interviewee.   If  some  skills  and 
abilities  could  be  directly  assessed  through  a  written 
performance  test  or  exercise,  interviews  could  be  shortened 
or,  alternatively,  they  could  be  conducted  for  only  the  three 
or  four  candidates  who  perform  best  on  the  exercise  or  test. 

Could  your  agency  benefit  from  technical  assistance  in 
developing  job-related  skill  and  ability  tests? 

Yes,  it  could  benefit  substantially. 

Yes,  it  could  benefit  somewhat. 

No,  it  could  not  benefit. 


Please  explain: 


34.  Some  managers  feel  that  personal  characteristics  are  as 

important  as  knowledge,  skill,  and  ability  in  determining  who 
will  be  the  most  satisfactory  employee.   Although  many 
commonly  used  methods  of  assessing  personal  characteristics 
have  been  found  unreliable  and  indefensible  in  a 
discrimination  action,  there  is  a  generally  accepted  way  of 
assessing  how  personal  characteristics  affect  an  applicant's 
performance.   Specialists  recommend  asking  applicants  how 
they  would  respond  in  various  hypothetical  situations  that 
could  occur  in  their  job.   For  example,  a  candidate  for  a 
supervisory  position  could  be  asked  how  he/she  would  handle  a 
particular  hypothetical  disciplinary  situation  to  determine 
if  he/she  would  respond  in  an  automatic  way  that  would 
aggravate  rather  than  defuse/ease  the  situation. 

Could  your  agency  benefit  from  assistance  or  guide  material 
on  how  to  use  this  and  other  interview  techniques  that  have 
been  proven  effective? 


Yes,  it  could  benefit  substantially. 
Yes,  it  could  benefit  somewhat. 
No,  it  could  not  benefit. 


Please  explain: 


35.  Some  practioners  believe  a  reference  check  is  the  best  way  to 
determine  not  only  an  outside  applicant's  level  of  motivation 
(what  they  will  do  as  opposed  to  what  they  can  do),  but  also 
how  well  the  applicant  works  with  others  under  various 
situations.   Unfortunately,  reference  checks  often  turn  out 
to  be  ineffective  because  the  questions  asked  are  too 
general . 

Could  your  agency  benefit  from  technical  assistance  or  guide 
material  in  structuring  effective  reference  check  questions? 


Yes,  it  could  benefit  substantially. 
Yes,  it  could  benefit  somewhat. 

10 


t 


No,  it  could  not  benefit. 


Please  explain: 


36.  Discrimination  suits  have  cost  the  state  thousands  of 

dollars.   Would  technical  selection  assistance  designed  to 
aid  agencies  in  developing  fair  and  defensible  selection 
systems  be  beneficial  in  reducing  the  state's  liability? 


Yes,  such  assistance  would  be  very  beneficial 
Yes,  such  assistance  would  be  somewhat 
beneficial . 
No,  such  assistance  would  not  be  beneficial. 


37.  Each  of  the  three  options  below  outline  services  a  central 
selection  function  could  provide: 

Option  1:   Coordination  and  technical  assistance 
services .   A  central  selection  function  could  provide 
guides  and  training  on  effective  defensible  selection 
procedures  as  well  as  consult  with  agencies  on  special 
problems.   Part  of  this  service  could  involve 
coordination  of  agency  development  efforts.   Agencies 
with  common  selection  needs  could  be  identified  and 
assisted  in  jointly  developing  appropriate  selection 
procedures  if  desired. 

Option  2:   Selection  development  services.   A  central 
selection  function  could  design  selection  procedures  as 
needed  for  use  by  one  or  more  agencies.   For  example,  it 
could  identify  the  knowledges,  skills  and  abilities 
required  for  a  position  by  interviewing  agency  subject 
matter  experts  and  design  appropriate  devices  and 
procedures  for  measuring  these  knowledges,  skills  and 
abilities.   These  devices  and  procedures  could  involve  a 
rating  form  for  use  in  screening  applications,  a 
supplemental  application  form  if  additional  information 
is  needed  for  screening,  a  written  or  performance  test 
if  needed,  an  interview,  or  any  combination  of  these  and 
other  selection  practices.   A  central  selection  service 
could  also  assess  the  effectiveness  of  an  agency's 
selection  devices  to  determine  if  they  are 
distinguishing  between  applicants  as  intended. 

Option  3:   Testing  services.   In  addition  to  developing 
selection  devices  and  procedures,  a  central  selection 
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function  could  offer  some  testing  services.   These       I 
services  could  involve  testing  for  skills  and  abilities 
required  by  several  agencies  to  reduce  duplication  of 
effort.   For  example,  a  "technical  writing  abilities 
test"  could  be  developed  for  use  in  testing  applicants 
for  jobs  involving  technical  writing.   Agencies  could 
send  applicants  for  such  jobs  in  for  testing  and 
consider  their  test  scores  along  with  other  information 
when  assessing  their  qualifications. 

Would  the  coordination  and  technical  assistance  services 
described  in  Option  1  be  beneficial? 

Yes,  very  beneficial. 

Yes,  somewhat  beneficial. 
""^         No,  not  beneficial. 


Please  explain: 


b.    How  likely  it  is  that  your  agency  would  use  the 
coordination  and  technical  services  in  Option  1? 

Very  likely. 

Somewhat  likely. 

Not  very  likely. 


Please  explain: 


Would  the  selection  development  services  described  in 
Option  2  be  beneficial? 

Yes,  very  beneficial. 
^]^^^]^]^      Yes,  somewhat  beneficial. 
No,  not  beneficial. 


Please  explain: 
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d.    How  likely  is  it  that  your  agency  would  use  the 
development  services  described  in  Option  1? 

Very  likely. 

^^^]2__      Somewhat  likely. 
Not  very  likely. 


Please  explain: 


Would  the  testing  services  described  in  Option  3  be 
beneficial? 

Yes,  very  beneficial. 

Yes,  somewhat  beneficial. 
No,  not  beneficial. 


Please  explain: 


f.    How  likely  it  is  that  your  agency  would  use  the  testing 
services  described  in  Option  3? 

Very  likely. 

Somewhat  likely 

Not  very  likely. 


Please  explain: 


Thank  you  for  your  patience  and  assistance. 

Personnel  and  Labor  Relations 
Study  Commission 
Project  Coordinator  -  Joyce  Brown 
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APPENDIX  D 
Survey  Questions  for  Other  States 


6. 
7. 


(a)  What  is  the  jurisdiction  you  serve? 

(b)  What  is  the  number  of  employees? 

What  type  of  recruitment  services  does  your  central  personnel  agency 
provide?  (If  limited,  probe  for  how  recruitment  is  conducted  in  the 
state  -  Job  Service,  individual  agencies,  etc.) 

What  type  of  selection  services  does  your  central  personnel  agency 
provide?  (If  limited,  probe  for  information  about  how  applications 
are  screened  for  minimum  qualifications,  any  test  development  functions, 
technical  assistance  in  developing  interviews,  doing  job  analysis,  etc.) 

What  is  the  size  of  staff  involved  in  central  personnel? 

Professional       Support 


Recruitment 
Selection 


5.   What  is  your  yearly  budget  for: 


(a)  Recruitment 

(b)  Selection 


How  long  have  you  used  the  current  personnel  system? 

Are  you  satisfied  with  the  results  of  your  current  system  for: 

(a)  Recruitment  

(b)  Selection 


8.   Are  plans  being  developed  to  change  your  current  personnel  system? 


APPENDIX   E 


Figure   One 
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